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Abstract: 
 The study aims to identify the reality of management of 
electronic documents and electronic archiving retirement in the 
Palestinian Pension Agency -analytical study, as well as to recognize 
the reality of the current document management system in the 
Palestinian Pension Agency. 
The study found the following results: that the reality of the 
current system for the management of documents in the agency is weak 
and suffers from many jams. Employee in the agency understand the 
importance and benefits of the management of electronic documents 
system, where the application of electronic document management 
system provide  important features and benefits most of which reduce 
the loss of documents between departments, illustrates the flow path, 
the speed, accuracy, transparency, and reduce the proportion of 
damage and destruction of files. Furthermore, the electronic documents 
system cost will be less than the cost of the current system and it will 
reduce the tasks assigned for the staff. The existence of a clear adoption 
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of the agency for the policies and procedures established for the 
application of electronic documents management system. There are 
weak plans for training and developing of staff in the agency to raise 
their efficiency. 
The study found a set of recommendations, including: 
increased interest and awareness of the need to implement policies, 
mechanisms, and procedures to ensure the success of electronic 
document management system through benefiting from the experiences 
of other organizations and the private sector. The agency need to 
increase and develop its services for retirees in order to encourage the 
private sector, universities, and institutions to join the agency, and 
open the way for all segments of society in Gaza and West Bank and 
enhance its competitiveness between international social security 
institutions. The need to focus its attention on developing and 
publishing appropriate clear plans and specific goals about 
management of electronic documents and the agency should be 
committed to apply them. The need to focus on the establishment of a 
public management of archiving in the structure dealing with all 
technical operations and having competent and qualified employees in 
the field of electronic document management. The need to focus on the 
Palestinian National Archives and the follow-up with the international 
standards by the International Council Archives (ICA). 
   
Key words: Electronic documents, electronic archiving, electronic 
document management system, the Palestinian pension agency. 
 
 
INTRODUCTION 
 
The administrative documents are the most important source of 
information in the modern time. Because it contains 
information that other sources do not such as books. These 
documents are produced in a formal way within official 
agencies in accordance with the laws of formal legislation. 
Hence information in a document is characterized with 
accuracy and confidence than the authored information, which 
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is often influenced by the positions, inclinations, thoughts, and 
opinions of the author and culture. Al-Agha [2] see that the 
administrative documents record abstract facts as they happen, 
wherein we find the latest information from the statistics and 
reports on some of the topics that may be a cause to search, 
prior to inclusion in the articles, books or even academic theses. 
On the other hand [1] stated that part of these documents 
journey will continue through time deserving to stay as historic 
witnesses, and then archived in national archival institutions 
as an expensive state-owned sources of national history. There 
is no doubt that the administrative documents which turned 
into a conservation eternal archival institutions will come 
under the auspices of the state, special places are designated 
for it, and much is spent on protecting and developing methods 
suitable for its existence. It is therefore essential to succeed in 
the selection process, which will result in the selection of 
documents sets that will become part of the role of Archive 
holdings and even part of the heritage of the nation and the 
sources of its history and its culture. 
The Palestinian pension agency is an important semi-
governmental institution that is responsible for providing 
security, social justice, and ensures a decent standard of living 
for the individual and the family by social security. 
Among the most important systems that the agency 
relies on is the document management system, where the 
system is based on dealing with documents and files and the 
most famous are the files of retiree whose services have 
finished based on the Insurance Law and Pensions, subscribers 
files, employees who are on top of their business and pay the 
value of the monthly installment of the agency based on the 
law(Insurance Law, pensions and its amendment, 1992[7]), 
because the paper documents in it contain information that will 
be used for the calculation of retirees entitlements and benefits 
involved, and because of the multiplicity of laws and the 
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emergence of successive amendments, it is always necessary to 
go to these documents for applying the amendments for several 
reasons: 
 Expected file corruption due to its old age. 
 Increasing the size of the paper archives. 
 Increase the cloning process in several forms of paper 
copies, the high costs, and the slow process. 
 Booking several stores to store the paper files that 
require big and expensive spaces. 
 The difficulty of follow-up and reaching to paper files. 
 
In the last decades of the twentieth century, with the advent of 
computers and the development of non-traditional new methods 
to save the necessary documents and archive them through the 
use of computer memory - digital memory - and the evolution of 
this new method with the development of mechanization of 
conservation and capacity of digital memory and the 
development of software  for archiving and retrieval of 
information and documentation [3], and with the importance of 
the need for the agency personnel files, the development of a 
system for the management of electronic documents is the most 
important things that must happen as soon as possible as seen 
by the researchers. 
In the context of the overall outlook towards the creation 
of a contemporary Palestinian social security institution worthy 
of our society, the senior executive management and Board of 
Directors in the Palestinian pension agency several years ago 
paid most of the attention to the capacity building by attracting 
distinct and varied persons, the development and introduction 
of new services in the fields of law, investment, control 
expertise, financial management, financial position, 
information systems, and office branches in the North provinces 
of West Bank, etc, and has struggled to create a consistent 
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mechanism of action consistent with the developments in the 
field of information technology. 
 
STUDY PROBLEM 
 
It is clear that the Palestinian pension agency on the verge of a 
new phase after the launch of the Palestinian e-government 
project (Ministry of Communications, 2003), leading to the need 
for the Palestinian pension agency to transform manual 
processes (traditional) to a computerized (electronic), where it 
met with the study  of Izz a-Din [6, 42-49] that the archive size 
increases in inflation; because of the increased number of 
papers within the same file where the average file contains 200 
documents in different sizes, the slowness in dealing with the 
current archiving system, increased costs, the possibility that 
some of the contents of the file to be lost after reviewing by the 
competent, damage is certain to get documents paper makes it 
more complicated to use, the urgency of this historical paper 
files are concentrated in that they pose in terms of information 
an administrative system, by integrating these files with 
electronic records that are on the agency database. The problem 
of the study is answering the following question: 
What is the reality of electronic documents and 
electronic archiving in the management of electronic 
documents in the Palestinian pension agency? 
 
The following sub-questions are branched from the main 
question: 
1. Is there a system for management of electronic 
documents in the Palestinian pension agency? 
2. Are there specialists in archive documents in the 
Palestinian pension agency? 
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3. Are there administrative instructions to control the 
work in archiving electronic documents in the 
Palestinian pension agency? 
4. Are there laws and legislation that allows dealing with 
electronic documents? 
 
STUDY OBJECTIVES 
 
This study aims to achieve the following objectives: 
1. Identify the electronic document management system. 
2. Identify the advantages and disadvantages of manual 
document management system in the agency. 
3. Recognize the importance of electronic document 
management system and staff concerns. 
4. Explore the policies, mechanisms, procedures for 
electronic document management system. 
 
STUDY IMPORTANCE 
 
1. This is the first study in Palestine in terms of 
authenticity, modernity, and the scarcity of research on 
the subject matter that need to be enrich with studies 
because of its great importance in our daily lives. 
2. The study may contribute to the development of the 
document management system it has, thus helping it to 
save time, effort and costs as well as increase 
productivity and performance. 
3. Highlight the importance of the electronic document 
management system to keep the documents from 
damage and loss in the long term. 
4. Studying the current document management system and 
to identify its negativities and try to develop solutions  
for it; this will show the advantages of the use of modern 
systems of electronic document management and its 
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benefits to ensure rapid delivery of services to 
beneficiaries. 
5. Scarcity of local studies that relate to examine the 
electronic document management system. 
6. Identify practical measures for the implementation of 
electronic document management system in the 
Palestinian pension agency. 
 
STUDY LIMITS 
 
Place limitation: study was conducted in the Palestinian 
pension agency. 
Time limitation: study was conducted and preliminary data 
was collected during the year (2017). 
Subject (Academic) limitation: subject was limited to study 
the reality of electronic document management in the 
Palestinian pension agency - analytical study. 
 
STUDY METHODOLOGY 
 
The study aims to identify the reality of management of 
electronic documents and electronic archiving in the 
Palestinian Pension Agency -analytical study, as well as to 
recognize the reality of the current document management 
system in the Palestinian Pension Agency, and in order to 
achieve the goal of the study, the researchers used the 
descriptive and analytical approach in conducting the study 
since it commensurate with the phenomenon in question, the 
researchers also used primary and secondary sources to gather 
the data for the study and extract the results. 
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THEORETICAL FRAMEWORK 
 
First- Electronic documents 
Information is no longer just a kind of luxury that boasts its 
communities or institutions, but has become a key pillar in the 
development of society and the desired well-being. Information 
and communication technology has entered all social, 
humanitarian, and scientific fields. Our present and future is 
an era of electronic information in the service of society. This 
society is based in the key for maximizing the human intellect 
and the mind mechanism with computers networks and modern 
means of communication, artificial intelligence [27-32], and 
expert systems [33-41, 43-56]. 
Adopted archives in the past decades were based on 
paper documents, but after the Second World war the situation 
changed completely, not only to the increasing amounts of 
information produced by the state organizations, but for 
progress in the forms of media that is records and stores the 
information, whether text, sound, images, Information, or a 
video, with the possibility of linking them. It was not initially 
for the emergence of information technology and the 
development of networks a significant impact on the archival 
work in terms of integration and openness to global information 
systems the way they merged their libraries and distributed 
and open systems but played confidential and privacy elements 
a key role in keeping the insular nature of the work of archival 
[16-26]. 
But in recent years, and particularly since the beginning 
of the nineties technological uses have evolved in areas related 
to information, scientific research, electronic publisher, and 
databases. In the face of worsening of these huge quantities of 
documents and mutual phones on open networks and the 
information it was necessary to find appropriate technical 
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solutions to control and to control the various aspects of dealing 
with them [4]. 
 
The concept of electronic documents 
Electronic documents system like any manual system that save 
documents in terms of use of the public structure of the means 
of saving documents, which includes Cabinet, Drawer, and 
Folder, which files are saved in them, and Files, and finally 
Documents that is the work of scanning them using a Scanner. 
The management information systems dealing with data 
and documents that exceed one of the original sources in the 
organization, whether produced by the organization in the 
context of their work or received through the external 
environment. Dealing with this data and documents is done 
through the information system of the organization to prepare 
plans, operating procedures, transaction, and adjusting the flow 
of data and documents into the organization by adjusting the 
documentary cycle and measures the performance of 
administrative activities, while facilitating the means of control 
of these procedures and follow up its implementation. So we 
find that the purpose of information systems not only carry out 
the monitoring, collection, processing and storage, but the 
ultimate goal lies in the recovery and circulation and broadcast 
selective operations of information and documents when you 
need to END USER, where sophisticated systems designed to 
provide immediate and accurate answers in the light of the 
documents and data stored in the database. In addition to 
automating procedures to save time and effort secrecy and 
ensure when dealing, which determine the paths by which the 
completion of the procedures within each department and 
division in the organization through the so-called electronic 
document system, which manage data and documents within 
the organization since its inception or received until completed 
thus avoiding many of the problems of manual Archiving [11]. 
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Justifications and incentives for study in technical 
computing work documents 
It becomes difficult to handle paper documents in the 
traditional manual way, especially with the amount of notes 
and studies produced by the various departments and the 
presence of a number of shortcomings and difficulties related to 
study and the disposition of the archival documents, including: 
 The limited number of search tools. 
 Difficulty of improving study or preparation of 
structured tools. 
 The difficulty of exploiting study tools. 
 Slow searches. 
 Many searches fail and thus depriving many of the 
beneficiaries of archival documents required. 
 Difficult to dispose of the life stages of the document. 
 Tab difficulty of archival documents in accordance with 
the uniform classification system and the loss of control 
of the balance. 
 The difficulty of counting of archival documents and 
follow-up accumulation. 
 
With the advent of modern technologies today in the means of 
massive storage space, and the development of databases and 
networks such as the Internet, Extranet, and Intranets, which 
linked the various parts of the institution, appeared electronic 
records of the information and electronic files - electronic 
documents - which is exchanged and saved through the modern 
technology of information, and quickly depend on clicking a 
button. With the pressure of interests that require interaction 
between different parts of the world at the same time and the 
same documents sometimes, and this technique cannot be 
provided by the reference system (manual), so that a paper 
document cannot be dealt with more than two parties at the 
same time, and the original paper document can be destroyed 
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and thus the basis of information lost, all of these and other 
factors with the rapid technological developments, the 
computerization of documents and electronic archiving 
technology emerged (digital systems) to solve all the problems 
mentioned. 
With the advent of digital systems, it was found the so-
called "computerizing documentation procedures", which is 
based on transferring, registration, sorting, and preparation of 
study report about the saved documents electronically, thus 
data and information are available and can be retrieved quickly 
which can be dealt with remotely over the network at a later 
date to become a collective deal with documents at the same 
time which is the maximum an employee aspired to have in his 
office [4, 42-46]. 
 
Types of electronic archive: 
1. Archive product electronically updated origin across 
systems and equipment born digital, any electronic 
recordings and applications created by computer in its 
various forms /xml /xls /doc...etc. and these electronic 
documents are also set its electronic processing to save, 
search, and retrieval as other documents. 
2. Archived papers converted to digital: paper-based 
documents that have been scanned through the Scanner, 
and this strategic value with respect to the documents 
that shall be saved for the long term [4]. 
 
Electronic archiving purposes 
For the electronic documents purposes one aims to reach them 
including [5]: 
- Management without papers. 
- Electronic documents exchange. 
- The application of e-government methodology. 
- Saving office space consumed in storing paper files. 
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- Providing a backup copy of the documents in case of any 
damage due to any natural or human factors such as 
fire, theft, loss of documents, or others factors. 
- Ease of retrieval of the required documents using 
different ways of searching. 
- Ability to search the content of the documents either 
through indexing or using OCR techniques. 
- Easily share documents inside and outside the 
institution. 
- Availability of documents for many people to see at the 
same time. 
- Increase the effectiveness of the powers of access to 
documents. 
- Weeding files and removing repetitive and unnecessary 
documents. 
 
Electronic archiving objectives 
The two main goals of Electronic archiving are [4]: 
1. The strategic objective of electronic archiving is reaching 
paperless environment, electronic government without 
movement, queues, nor paper documents. 
2. Immediate goal of the institution of electronic archiving 
is facing a massive flow of documents and control of the 
stacked archival by processing, saving, and retrieving it 
quickly. 
 
The electronic archive supposed to speed the processing of 
documents by indexing them automatically, store them in more 
than one original copy, and distribute these "original" copies to 
the various parties concerned. Therefore the employee is no 
longer afraid of slow access to the document. The document 
retrieval became more rapid and in a diverse ways. The 
document which is not ranked considered in the science of 
archival lost piece of information and how can a person control 
Mohammed Khair I. Kassab, Samy S. Abu Naser, Mazen J. Al Shobaki- An Analytical 
Study of the Reality of Electronic Documents and Electronic Archiving in the 
Management of Electronic Documents in the Palestinian Pension Agency 
(PPA) 
 
 
EUROPEAN ACADEMIC RESEARCH - Vol. IV, Issue 12 / March 2017 
10064 
the order of millions of documents and save them without using 
electronic archiving system? 
 
Procedures for securing documents and data in the 
electronic document management system: 
The documents and data are secured in more than one way in 
the electronic systems to increase the emphasis and to ensure 
security against all chances of damage, loss, or disasters, we 
find them in insurance on the level of time, place, physical 
medium, qualitative, as follows [11] : 
1. Insurance on the level of time: to make backup copies of 
all data with different levels of insurance specified in 
intervals like backups on the level per day, the level per  
week, the level per month, and level per instance. 
2. Insurance at the level of the place: make backup copies 
of data on the level of time and choose one of these 
levels, day, week, or month, and then save this insured 
temporal level and save copies of them in more than one 
place, where it can be backed up in the workplace, 
another copy at the headquarters of the institution, a 
copy in a bank, and a copy of the outside the state in safe 
countries. 
3. Insurance on the level of physical medium: where 
backup copies of all data on more than one physical 
medium level, copying the work on the same hard drive, 
another copy on another hard disk in the same machine, 
another copy on laser discs, and other copy on magnetic 
strips, and so on. 
4. Insurance on qualitative level: where backup copies of 
all the data either automatically where computer is 
configured to do backups periodically every certain 
period of time, or that the backups are done by the 
official system administrator as doing backups on 
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different periods, media, and saving them in different 
places. 
 
Through these actions to secure documents and data it is clear 
with the different insurance systems, more than one way of 
various insurance procedures can be combined, depending on 
the importance of what is being run from the actions and data, 
as well as on the organization's ability to provide and use more 
than one way to secure the system it has. 
 
Electronic archiving problems 
 Al-Jimi state that the most famous problems that can occur 
due to work on the electronic archiving [4]: 
 
1. The problems of the development of electronic 
systems and devices: 
Archive experts warn about the electronic archiving virtue of 
the rapid development of electronic software systems, so that 
the electronic archive as records shall be preserved and archive 
must enter the system through the traditional archival 
methods, so treat it and save it even maintains its 
characteristics and its scientific, research, and historical value. 
In this framework official Digital Archive of American in 
Washington State, "Adam Johnson" say that content is what 
should be retained and not the medium which was written on 
it.  Furthermore, the importance of content is equivalent to the 
storage vessels, because the loss of the vessel the loss of the 
information that it has. However, the development of hardware 
and software gives it the ability to deal with old electronic 
documents and not vice versa. 
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2. Electronic document subject to the depreciation and 
amortization, whether deliberate or even normal: 
The assumptions has identified the life of electronic document 
to thirty years, but we did not get to this time since the 
electronic document appeared because of its novelty, but we 
consider that this period is not sufficient for permanent 
preservation of the electronic archive, so technical people in the 
field need to displace the electronic document periodically from 
a one type of storage to another throughout the life of the 
archival document electronic so it can keep abreast of the 
developments devices of electronic systems, but this in itself 
represents a danger to the original content of the document, 
which could change or destroy part of it and also would change 
the data associated with the document or the so-called (meta 
data) which is  archival data taken in consideration during the 
final stage of the document. 
 
3. Some technicians suggest that information to be 
stored in the form of plain text such as ASCII / 
Unicode: 
It can be read from various systems and hardware no matter of 
its development, but this method also can be messing with the 
content of the document and wasting parts of specially photos 
and graphics. The storage in the form of PDF can lead to 
practical problems and that the "Adobe" company saw this 
coordination solution to this problem through the PDF /A.  Files 
stored in XML format which is a separate file independent of 
for all systems and devices used today because it is not 
influenced by the changes that you get. As for the pillars or 
storage media that affected the development of systems and 
equipment, the storage networking industry association see 
that this is the real problem for electronic archiving and called 
it a "one hundred years archival trouble " is the predicament in 
which the technical about archive of the one hundred years in 
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which traditional archiving methods managed archive for more 
than 100 years. 
 
4. Digital document security and preserving its identity 
problem: 
Archive experts today warns about the security of electronic 
document prone intentional and unintentional sense technical 
or normal, so that the balance of the electronic documentary 
stored in one medium can be damaged at a glance thus, the 
contents of the information is lost. The technician who made 
the electronic document and hardware reader for it, and put the 
protection techniques for it can spoil this protection and may 
change it and thus leading to forgery or alteration of content 
and the destruction of a part of it and thus the loss of basic 
identity. No matter how successful technology today in 
reassuring specialists in that registration electronic document 
on compact WORM which means "Write One and Read 
multiple" that means one could read document contents, but 
cannot change it. That remains a matter of positive endeavor 
for the technical writers of this document and the reader for it. 
Who guarantee something else happen to it? 
As for the possibility that the document is exposed to 
natural devastation whether it is technical or deliberate, the 
technical solutions assure us a copy of the document in several 
other versions similar to CDs, a method called conservation 
reserve for information or in the central server or subsystem 
(server) called Mirroring or Clustering which means the use of 
two domestic servers or suppliers working together as one 
group to increase performance. But all that remains to 
technical solutions, and technology is man-made, he can dispose 
of it as he wishes, according to his intention and purpose. 
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5. The problem of the digital signature and maintaining 
the legitimacy of electronic document: 
Technology featured electronic signature to compensate 
handwritten signature on the electronic document even give it 
formalization (legal legitimacy) means legal proof of the 
document and establish a legal guide on the official form of it. 
Today there is a pairing between the uses of technology to save 
documents, maintain the legal strength by not playing with its 
content. Thus signature is the only way to ensure the document 
officially and identity for that the "digital signature" of the 
document was invented. 
 
6. Cost problem of  electronic archiving: 
Electronic archiving technique requires a high cost compared to 
traditional paper archiving, so that today's technology novelty 
still cost a lot, and perhaps one of the main reasons why some 
people did not enter the midst of experience yet. However, due 
to the anticipated goals of this new technology, so as to save 
documents in the best special climatic conditions, there is an 
impressive dust, such as those on a paper document, and 
obsolescence due to continuous touching it as is the case for 
classic archive, especially and most importantly minimize huge 
space, such as those required by the paper archive, which is one 
of the main problems caused by traditional archiving 
institutions today, all of this and the other would cover the cost 
of the electronic archiving, especially if they are correct 
technical solutions to the problems that were mentioned. 
In summary to say that the electronic archiving today 
posed several problems requiring strategic studies because the 
technology today is still fledgling and cannot test its efficacy 
particularly in terms of durability, withstand the statute of 
limitations, and time problems. We should be waiting for the 
next time to judge it.  Also, some believe that the archiving 
using (microfiche / microfilm), which is called the standard 
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archiving is still the best way in the long term, so that the 
values of the document age of more than a century, it has been 
possible judge it to a certain extent now by virtue of 
obsolescence compared to the electronic archiving, provided 
that periodic maintenance of the films is done and also provided 
work to find the integration of these documents with electronic 
documents solution. 
The US National Archives used archiving through "fixed 
figure" in the long term which is a strategy aimed at a way to 
reduce the risk of the development of electronic devices and 
software, and the reservation of the downsides of dependency 
for these devices and systems. 
It has been acknowledged that modern technology has 
caused problems to the system of archiving of paper documents 
mainly related with features of electronic document and 
fragility about the long-term with conservation, worth of legal 
and technical problems linked through the relevant organs and 
systems, so it should reconsider the restructuring Archiving 
system that takes into account these and other problems so the 
system becomes integrated, taking into account the different 
types of documents, especially since the old concept of the 
archive stipulates that the Archive is every document 
regardless of its type any shape. 
 
7. The problem of creating electronic document: 
The first confusion caused by the electronic document is the 
matter of establishment first precisely where it was created 
collectively, cross-media system, cross-linking between the 
various parties involved techniques so electronic document  is 
not necessarily has to be in one unit as it is for paper document 
in which the establishment was personalized, and as the source 
represents an important sign of the archival which is enshrined 
in the principle with respect for origination or origin especially 
during the last period and final archival. The source or 
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shareholders in the creation of the document should be known 
and that it was a problem for interactive sites of the document. 
So that decades later it becomes not worthy and not useful to 
refer to the documents if it source cannot be specified and the 
content of the documents organically linked to the functions of 
the source that created them. 
On the other hand, electronic document has added new 
information about document or the so-called Metadata from the 
used information system and its provider, and the date of 
origination, brand, transaction... etc., which are essential data 
for the use of the document especially outside the perimeter of 
growing up and the length of the stages of life. There have been 
issued techniques (EAD = Encoded Archival Description) to 
adjust these data and the method of recording and archiving to 
track document throughout its life. This method is described as 
the physical description of the document or cataloging and 
indexing, the two processes that enable us to identify the 
document data define its identity and terminology enables 
retrieval and know their content. 
The method of (Metadata) today is one of the most 
advanced method in the world to build open information and 
distributed systems, and the metadata method as well as 
classification of documents, which adds the symbols of the 
documents make it easier to use and adjust its position within 
the total documents as in the case of paper documents, but the 
difference between this and that is paper document is classified 
for safekeeping inside the office, while the electronic document 
by default is classified and archived electronically [5]. 
 
8. Conversion problem of electronic document from the 
active to semi-active. 
As for the problem of converting electronic documents from the 
active phase to the semi-active, the principles of  the science of 
archiving impose it, it is true to say that the electronic 
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document does not represent a burden like the paper document 
in the office where it is converted to a larger space, but also the 
employee is not qualified to deal with the semi-active document 
even if it is electronic which is the duty of the archival person, 
and here enters the functional relationship between the 
document and its origin not only a matter of a place saved and 
the possibilities of storage. Therefore there is a need to identify 
the saving techniques and adjust the extended saving of 
electronic documents from the outset in order to determine its 
fate and assess their value. The archival person is demanded to 
intervene and support administrative, technical persons from 
the creation of the document to determine the outset on the 
important descriptive archival data that aforementioned during 
the final stage of the document, and thus the change and the 
development of the archival profession is essential to keep pace 
with these developments archival. 
Modern information technology has impacted on the 
reality of archive serious and rapid impact even exceeded the 
dream reality, the world has realized that humanity will reach 
the level of the open archives across networks without paying 
attention to the extent of modern technology to respond to it, 
and did not take into account the main concept of the archive 
and the developments that have occurred the emergence of new 
professional disciplines such as electronic trade, virtual and 
calculated management, which has collided with the basic 
concept of  archiving. 
 
Advantages and disadvantages of electronic documents 
(automatic save) 
Automated saving lacks legal credibility to the outputs, where 
so far it does not count the output of the computer before the 
courts unless they are certified with signatures and seals, as 
well as the possibility of modifying and changing in what is 
dealt with in automated systems in the event of failure to 
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tighten supervision and control of the system, but automatic 
saving of documents and files features many advantages 
including [10]: 
- Eliminating the problems of saving and dealing with 
manual files which results in damage, loss, theft, or 
other manual trading risks. 
- Participation at the level of the file subject, the 
documents, and data related to the topics. 
- Elimination of the problems of saving provides spaces of 
up to 90%. 
- Define password for each user. 
- Define password for each and every application archive 
of software applications within an organization. 
- Define paths for the sessions of documents between 
more than one user. 
- Characterize attachments tracks that are on the basis of 
documents to go through. 
- Dealing, retrieving, transmitting capabilities and speed 
of transfer of documents and information to others in 
multiple locations in real time. 
- Management of documentary cycle since its inception 
and until the completion of all the procedures and the 
possibility to follow all the procedures on the network, 
and print the report for all stages of the documentary 
cycle. 
- Quick access to the substantive content of files and 
information directly due to the classification and 
indexing systems used. 
- Access to reports and statistics and comparative tables 
easily and conveniently through the databases that 
contain data and all related organization documents. 
- Elimination of chronological and geographical 
separation between the categories of beneficiaries to 
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meet the immediate needs of the information and 
documents. 
- Make connections with others at the same time without 
problems in the transmission of documents and 
information. 
- The integration, coordination in handling operations of 
documents and information within and outside the 
organization. 
- Provide an opportunity for employees to deal with the 
technical regulations of the documents and information 
at the international level through their dealings with 
other local and international organizations. 
- Provide selective broadcasting of information and 
documentation services immediately after the data and 
documents updated. 
- Confirm the credibility and validity of the technical 
systems for documents and information when dealing 
with others with high confidence. 
- Accuracy, speed, insurance and maintaining files and 
information against all types of risk by the existence of 
alternative copies in multiple places. 
- Save time, effort, and the rationalization of fiscal 
expenditure, including works to improve the economic 
optimum utilization of available resources. 
 
Second- Palestinian Pension Agency (PPA) 
The idea of establishing the Palestinian Pension Agency was in 
the year (1964), to provide a decent life for the social categories 
of its beneficiaries and the provisions of the law, for themselves 
and their heirs. In the form of insurance fund and pensions for 
officials and employees and workers of the public sector in Gaza 
Strip, according to a decision issued by the Egyptian ruler at 
the time, and so after reviewing the article (28) of the 
constitutional order in the Gaza Strip issued on 05.03.1962 and 
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the Order No. (311) for the year (1954). It was the work of 
insurance and pension law No. (8) For the year (1964)[8]. The 
work continued under Israeli control as well. And it was 
followed by some of the amendments and additions to the law in 
order to develop and improve the law and convenient ambient 
conditions to resolve the issues faced by the private fund after 
passing through different stages of the Israeli occupation and 
then to the Palestinian Authority, but finally the fund was able 
to achieve some sort of administrative and financial autonomy, 
in order to preserve funds and benefits for beneficiaries. 
Authority has won the confidence of the local and the 
official community, which was gained through successful 
implementation of the law to the fullest and the best of the 
proper techniques for achieving the objectives and keep pace 
with our time and fit our society and comparable systems in 
other countries. Agency is a full member of the World Social 
Security Corporation (ISSA), which is the only member 
representing Palestine in the field of social security to the 
(ISSA) since 1998, giving it the opportunity to train and 
participate in conferences, seminars and workshops of local, 
regional and international action in the field of social security. 
One sign of that success is the actuarial studies prepared to 
fund the agency. In addition to the desire of many sectors of 
society to benefit from public pension law No. (7) of 2005, as 
most of NGOs and universities involved with the agency benefit 
from this law. The government also relied fully on the agency to 
apply the law of insurance and pensions for the Palestinian 
security forces from the technical and legal terms (Approved 
General Structure of the Palestinian pension agency, 2005). 
 
User categories of the Palestinian pension agency 
According to Law No. (8) of 1964, and two decisions of the 
president, the  beneficiary categories are: 
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- Staff, users, and workers of civil administration, and 
police officers tethered salaries described in the first 
section of the administration's budget. 
- Staff, users, and workers of the management of 
Palestinian pension agency, or their salaries paid within 
any section of the budget or subsidies. 
- Staff, users, and workers of municipalities and village 
councils in the Gaza Strip, and the Department of 
Islamic Awqaf. 
- Staff, users, and workers of the electricity distribution 
company, and the staff, users, and workers of civil 
management in the West Bank. 
Finally, according to for the security forces number (16) for the 
year 2004, pensions of members of the Palestinian security 
forces are settled in Palestinian pension agency. 
 
Sources of funds and resources of the Palestinian 
Pension Agency 
Palestinian Authority pension agency funds made up, according 
to the law, from the following sources: 
1. Contributions deducted monthly (10%) of the salaries of 
the beneficiaries to the provisions of the law. 
2. Amounts performed by entities that are committed to 
salaries of beneficiaries by 12.5% of them. 
3. Proceeds of Agency invest funds. 
4. Other resources resulting from the activity of the 
Agency. 
 
Palestinian Pension Agency Department 
 
Administrative Affairs Department 
It is one of the key departments that provide the necessary 
services to all acts of Palestinian Pension Agency, where it is 
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divided into three main sections as follows (Approved general 
structural of Palestinian pension agency, 2005): 
First: Department of follow-up and files. 
Second: Department of Personnel. 
Third: Department of Supplies and Procurement. 
 
Administrative Affairs Department tasks 
The tasks of the administrative affairs department in the 
following points: 
First: Department of follow-up and files: 
1. Make sure to complete files, documents and data for new 
appointment of staff and follow-up during the service in 
addition to the completion of the retired files, while 
providing the technical departments in the agency with 
documents, data, forms, and correspondence that is in 
line with the law and regulations in this regard, which 
requires the application of electronic document 
management system for the control and the proper 
functioning and regularity of work in all competent 
departments starting with the administrative Affairs 
Department to all the other departments. 
2. Address all government ministries, municipalities and 
other entities concerning their employees and provide 
them with information about the staff in coordination 
with jurisdiction over the contributions and quotas of 
these entities. 
 
The researchers believe the certainty of the application 
of electronic document management system for the same 
reason described in the previous paragraph referred to 
above. 
1. Receive public employees and retired staff and provide 
services to them and provide them with the necessary 
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files to complete the procedures and requirements of the 
exchange dues in the agency. 
2. Follow-up the completion and modification of personnel 
data of beneficiaries by law and supplying various 
departments with classified documents, according to the 
needs of each department. 
3. Save, edit, and arrange all National Authority personnel 
files of users whether they are on top of their work or 
retired and in line with legal regulations and 
instructions. 
 
Second, the functions of the Personnel Department: 
1. Follow-up and save files of staff of the Agency to ensure 
the completion of their data in line with the variables 
pertaining to each employee. 
2. Follow-up ongoing and everyday things such as 
vacations, record attendance, and movement during the 
work hours and others. 
3. Preparing correspondence and address the General 
Personnel Council and all the other operators on any 
functional changes concerning personnel stakeholders. 
4. Preparation of monthly and regularly reporting with 
respect to the staff of the agency  and forwarded them to 
the General Personnel Council, which also includes lists 
of extra hours, attendance sheets, confidential reports, 
affidavits, family situation, and other reports. 
The researchers see that all of these tasks can be set in a 
scientific and better through electronic document management 
system for fast delivery in all these tasks. 
 
Third: the functions of the Department of Supplies and 
Procurement: 
1. The department supplies and procurement specialized in 
purchasing supplies and the provision of all the 
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requirements of the agency of goods and materials 
required for all acts of agency and services, taking care 
to abide by the law of public supplies, issued by the 
Ministry of Finance of the Palestinian National 
Authority. 
2. Retain business purchases and stores records and 
preparation of annual and periodic follow-up to the 
annual inventory and provide the league with all the 
requirements of the committees report. 
3. Do all the work of the stores in the agency from saving 
fixed assets and under-use and following-up, registering, 
and concerning for their safety. 
4. Following-up materials consumed and providing 
employees with their needs and in line with instructions 
issued by the Senior Executive Management in the 
agency. 
 
From here, the researchers see that the best system to 
guarantee the functioning of the Department of Supplies and 
Procurement is the application of electronic documents 
management system to ensure good workflow more accurately 
and better. 
Overall, dealing within the same department in 
Palestinian Pension Agency or the relationship with the 
General Personnel Council or the relationship with the 
organization and management with regard to military 
personnel, as well as all other operators or relevant ministries 
such as the Ministry of Finance or the Department of Finance 
Central or social affairs, etc. all require accurate organization 
and deserves management system to manage these documents, 
which  will be faster in electronic form, can be saved, requested 
any time it's needed, and helps in the fast delivery of all walks 
of life and all other third parties. As for dealing with the public 
retirement employees from the civil or brothers in the military 
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cadre could, the electronic document management system can 
serves them in a manner that ensures the safety of their actions 
and their documents to complete their procedures of giving 
them their rights at the agency. 
From the standpoint of the researchers, there is an 
urgent imperative to actually begin to apply the mechanisms 
and procedures for electronic document management system in 
all internal and external business of the agency. 
 
General management of the affairs of offices and 
branches 
Overall management of the affairs of offices and branches 
according to the map key organizational structure and 
management in addition to the main administration offices, one 
in Ramallah and one in Nablus. Thus, the overall management 
of the affairs of offices and branches that position Ramallah in 
addition to offices and its affiliates, represent one of the largest 
three major departments in the organizational and 
administrative structure of the agency, it is worth emphasizing 
the existence of bottlenecks in the organizational and 
administrative structure in terms of the amendment and 
additions, according to the evolution and needs of the 
administrative work, it is currently linked to the of numbers of 
beneficiaries in insurance and  pensions and the possibility of 
providing services equally and as quickly as possible in all the 
territory of the Palestinian state. The researchers can 
summarize the most important tasks and functions as follows: 
 
Functions and tasks of the general management of the 
affairs of offices and branches in the Palestinian 
Pension Agency 
1. Organize, coordinate and follow up with offices and 
branches with the senior executive management of the 
General Pension Agency. 
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2. Preparation of periodic reports, memos and studies on 
the work and achievements of branch offices and 
departments and discussing them with the President of 
the agency and following them. 
3. Follow-up and ensure the implementation of the 
decisions and instructions issued by the supreme 
executive management and Board of Directors. 
4. Management and supervision of all activities of the 
offices and branches   administratively, financially, 
legally, technically and make sure the procedures for 
implementing the activities according to the 
requirements of the law. 
5. Follow-up and supervision of the legal work in offices 
and branches in the West Bank in coordination with 
senior executive management and specialized 
department in general Pension Agency which include 
the provision of legal advice, representation of the 
agency in front of the courts and the ministries and 
institutions of the Palestinian National Authority and 
third parties involved in related the work to the agency. 
6. Contribute to the preparation and development of the 
organizational and administrative structure of the job 
description of the general pension agency. 
7. Participation in the preparation of various studies, notes 
and discussing them with President of the agency for 
submission to the Board of Directors to discuss them and 
take the right decisions. 
8. Participation in the preparation of the general annual 
reports of the agency according to the needs of the 
administration and the requirements of law. 
9. Participation in various meetings and discussions with 
the senior executive management in the agency in 
various areas of the strategy and the daily activities of 
the agency. 
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10. Participation in the development of strategic and 
operational plans of the General agency of insurance and 
pensions. 
11. Participate in the preparation and development of a 
system to work in offices and branches, according to the 
need of the administration and the requirements of the 
law. 
12. Participation in the work of the various committees in 
the agency and prepare and follow-up reports   . 
13. Make the necessary Settlements of personnel files whose 
services ended according to the law and followed up with 
major jurisdictions in the agency. 
14. Carry out the registration and examination of financial, 
legal and preparing of financial documents and review 
them and followed up with core competencies until paid. 
15. Manage and organize special archive files of 
beneficiaries in staff offices, branches, according to the 
law of insurance and pensions. 
16. Supervision and follow-up to the requests of branches 
regarding for checking, recording and following up until 
paid. 
17. Follow the work of the agency with the Ministry of 
Finance and the General Personnel Council, ministries 
and other agencies on the application of the Pension 
Insurance Act with respect to offices and branches and 
activities, which include the following: 
- Screening and follow-up the supply of annual 
contributions and ensure that it is collected in 
accordance with the law. 
- Overseeing the receipt of correspondence, sort, and 
follow-up files and card processing function. 
- Overseeing the receipt of appointment decisions and 
conduct the examination and follow-up files of users 
and the cards function. 
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- Continue to record of the files of the beneficiaries in 
accordance with law. 
- Management and supervision of receipt, examination 
and processing of employees who ended their services 
from civil or military personnel or retirees of the 
Palestine Liberation Organization and receive 
purchase orders for the period for the purposes of 
pension files, processes, thus leading financial 
settlements setup necessary according to the law and 
followed up with core competencies in the agency. 
 
Information Technology Department 
The researchers took two detailed models to talk about the need 
of the Administrative Affairs Department and the Department 
of offices and branches in the West Bank to implement 
document management system being the first department that 
audit go through them and being on direct relationship with the 
third party, which came by the researchers while talking about 
the Administrative Affairs Department as well as the office of 
the agency in Ramallah, since  the department of information 
system is the relevant department to implement and monitor 
the document management system electronically we had to talk 
about the duties of this department: 
 
Tasks of the IT department in the Palestinian pension 
agency 
1. Organization and implementation of the activities of the 
Information Technology Department according to the 
needs of management and development, and the law 
requirements. 
2. Participation in the development of strategic and 
operational plans of the agency with regard to the 
management of systems, information, and follow-up 
implementation. 
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3. Management and supervision of all of the Information 
Technology Department in the agency of the 
administrative and technical terms in accordance with 
the law. 
4. Preparation of periodic reports and memos and studies 
on the work and achievements of the IT department of 
information and discuss them with the President of the 
agency and following them up. 
5. Follow-up and coordination with financial ministry and 
the General Personnel Council, ministries and other 
bodies operating points as the electricity distribution or 
central financial management or organization and 
management with regard to cooperation and exchange of 
information in the field of systems management, 
information technology, according to the requirements 
and needs of the executive management and the 
requirements of the law. 
6. Perform periodic maintenance and emergency of the 
devices and computer network and its accessories. 
7. Preparation and follow-up of the development of 
computer software and systems. 
8. Maintaining the integrity of the database through the 
maintenance and development of methods of handling 
data stored, resolve any problems or bottlenecks during 
daily use and follow-up in saving data and provide 
guidance and technical support to computer users in the 
Palestinian Pension agency. 
9. Provide support and assistance in the conduct of 
actuarial, financial and technical studies, and through 
the provision of statistical data and information 
necessary in this regard according to the requirements 
and needs of senior executive management. 
Mohammed Khair I. Kassab, Samy S. Abu Naser, Mazen J. Al Shobaki- An Analytical 
Study of the Reality of Electronic Documents and Electronic Archiving in the 
Management of Electronic Documents in the Palestinian Pension Agency 
(PPA) 
 
 
EUROPEAN ACADEMIC RESEARCH - Vol. IV, Issue 12 / March 2017 
10084 
10. Printing and processing of cards for the staff of the 
agency and retired employees to give them the 
appropriate card. 
11. Exchange of information and correspondence through e-
mail locally and internationally, according to the 
requirements and needs of the executive management. 
12. Preparation, management and design of the website of 
the agency http://www.ppag.ps. 
13. Provide Palestinian banks in (Gaza - Ramallah) detailed 
electronic copy of civilian and military retirees, 
according to the instructions of the executive 
management. 
14. Provide the Board with the Office of Ramallah and 
branches in the provinces of North West Bank with all 
the required data, as well as the monthly pension of 
civilian and military retirees voucher through e-mail to 
be sent their owners in time. 
 
The researchers note to the terms of reference for the work of 
all the other departments, especially the Office of the President 
of the agency, the Department of Legal, Technical Affairs, the 
Department of the periodic pension, the Department of the 
settlement, drainage and department of loans, replacements, 
the Department of accounts, financial position, the Investment 
Office, branches provinces of the north West Bank, all of which 
have hard work cannot be overlooked, but researchers do not 
sees the need explore their works because the study deals with 
the application of electronic document management system in 
all departments of the Palestinian pension agency. 
 
For example, the implementation of the secretarial work and 
the coordination of all acts of the Office of President of the 
agency with the various departments and the Office of the 
archive Chairman of the agency, reports, information, and 
Mohammed Khair I. Kassab, Samy S. Abu Naser, Mazen J. Al Shobaki- An Analytical 
Study of the Reality of Electronic Documents and Electronic Archiving in the 
Management of Electronic Documents in the Palestinian Pension Agency 
(PPA) 
 
 
EUROPEAN ACADEMIC RESEARCH - Vol. IV, Issue 12 / March 2017 
10085 
studies all events that require a system through which 
electronic authentication to organize the daily work and the 
internal and external are referenced as needed. 
 
The life cycle of the documents required for the files of 
(beneficiaries, retired) 
The figure below illustrates the most required documents to 
exist in the file for authentication to convert it to distract his 
dues, and illustrates the flow path of this file between the 
agency’s departments to be placed in the archives of the 
administrative affairs or pension archive. 
 
 
Figure 2: Documents in the file of a beneficiary in the Palestinian 
Pension agency and retired in accordance with law 
Source: Designed by researchers 
 
Movement within the competent departments of the 
Palestinian Pension Agency in preparation for paying 
the dues of the beneficiaries in accordance with law: 
The main objective of the existence of Administrative Affairs 
Department is to enable departments and other departments to 
carry out its work to the fullest. It is distinguished from the 
rest of the administrative affairs departments in the ministries 
of various in that they follow up, receive, record and save all 
correspondence that pertain to all employees of the Palestinian 
National Authority as a new archive exceeds the archive any 
ministry or body being includes all correspondence of General 
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Personnel Council, the Finance Ministry, local authorities, 
municipalities, universities, Electricity distribution company, 
and all other beneficiaries law (insurance Law and pensions, as 
amended, to the staff of the Gaza Strip, 1992[7]) and (General 
pension Law No. (7) of 2005, as amended) . 
Here, there is an urgent need for a system to manage 
these documents electronically and rapidly and meets all 
requirements meticulously as you apply the instructions and 
rules and regulations regarding this correspondence from all 
entities subject to the provisions of this law, in addition to the 
work of the conventional department in the ministries and 
institutions of authority on the work related to the unit Affairs 
staff, the unit of supplies purchases, stores, services, some 
other regular administrative work, in accordance with the 
requirements of the civil Service Act, as well as the 
requirements of the civil Service Act is amended, which 
requires the existence of a document management system 
electronically to manage it quickly and precisely, and ease the 
burden of the vast amount of assigned to the department. 
It is worth mentioning that these departments are 
unique and other administrative acts specifically and 
particularly concerning the privacy requirements of the law and 
the amendments thereto, as shown in the public pension law 
No. 7 of 2005 and the recent amendments issued under the 
decisions of President Mahmoud Abbas in his capacity as 
President of the Palestinian National Authority. 
The researchers note that the Administrative Affairs 
Department concerned with following up the management of all 
personnel files in service, users of the law of insurance, 
pensions and public retirement and which have increased 
recently as a natural result of increasing the number of staff 
where the correspondence relating to appointments, promotions 
and grades, allowances and leave without pay and transfer, 
loan and so on. 
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It has become necessary to pursue these things in document 
and electronically even after the employee's termination of 
service (either resignation, dismissal, termination due to 
reaching the legal age, referral to the pension, early referral to 
retirement, death, or invalidity). Where follow-up and 
processing of files of staff that their services ended, and so by 
the evacuation of a party files on the same document of service 
on other side of the form, as follows: 
 
A. Administrative Affairs: 
Where the reason of the decision to terminate his service and 
the date of the beneficiary's separation from service after the 
audit is done by specialists are checked, decisions issued in 
connection with the said service terminated whether violating 
the law and regulations or not provided that they conform to 
the instructions of the Council of the Palestinian pension 
agency, as well as the policy of senior Executive management 
Authority. 
 
B. Revenue: 
Where the codification of the value of the last subscription, as 
well the subscription of the last  three years so the value from 
which to determine the value of maturity, as well as the 
differences are recorded incoming and outstanding whether 
received or not to claim it in accordance with the law. 
 
C. Loans: 
Where the codification of all debts due from loans in 
installments in the mentioned custody, if any, are deducted up 
towards the necessary work of the said body or installments 
receivables as the case. 
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D. Settlement and disbursement: 
Where the file is converted after the specific documents 
required for the disbursement of entitlements in accordance 
with the requirements of the law and the demands are met, to 
study  the file in the settlement and disbursement department 
to determine the maturity of response subscriptions, exchange 
bonuses, pension, or only a pension and a bonus for excessive 
length according to the case, and entitlements are determined 
in accordance with specific variables and taken into account 
(the beneficial service period, the reason for termination, other 
premium subscription of the last three years, age at the 
termination date, class, category, bonuses), through these 
determinants according to the amended law the civil service, 
according to the law of insurance and pensions No. 8 of 1964 or 
according the Law of the public pension No. 7 of 2005 [8], under 
the law of insurance and pensions for the security forces No. 16 
of 2004, or according to the civil Service Retirement Act No. 34 
of 1959 which defines maturity according to the law. 
 
E. Accounts: 
Where the file is converted after the completion of the work 
done in the settlement department and the exchange rate for 
the implementation of financial entitlement in accordance with 
the settlement form and disbursement of the beneficiary to 
check the calculations after your payment order processing 
transaction, each according to his entitlement and are 
accounting entries in preparation for final scrutiny and 
processing of the required checks or transfer according to 
requirements of the law and building on the willingness of the 
beneficiary, especially with regard to beneficiaries entitlement 
of the provinces of the north West Bank. With a note that direct 
coordination with the department of retirement in the 
Palestinian pensions agency to link the pension. 
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Figure 3: The file movement within the competent departments of the 
Palestinian agency in preparation for retirement pays of the dues to 
the beneficiaries in accordance with law 
Source: Designed by researchers 
 
Through the study, it is clear that the Palestinian retirement 
body needs an electronic system for document management in 
all departments of the agency, the increasing demand of many 
third parties dealing with electronic documents, they need of 
unified electronic archive with the presence of several archives 
and paper distributed geographically to 10 archives in Gaza 
(Archive subscribers municipalities and electricity company in 
the floor under the ground, a government sector subscribers in 
the archive under the ground floor, Archive subscribers 
government sector is on the fourth floor, beneficiaries of 8-1964 
Archive by law in the basement, beneficiaries of 7-2005 Archive 
by law in the basement, beneficiaries Security forces Archive by 
Law 16-2004 on the first floor, archive of beneficiaries of the 
security forces by Law 7-2005 on the third floor, the main 
beneficiaries of the archive decision to retire by Law 7-2005 on 
the third floor, archive of financial accounts transactions on the 
second floor, archive of transactions Subscriptions on the first 
floor), and two archives in Ramallah headquarters 
(beneficiaries of archives of civil Service Retirement Act No. 34 
5 
Periodic pension 
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of 1959 under the Ground floor, Archive of subscribers sector is 
a government bank in the basement) and with increasing 
numbers of subscribers and users has reached the number of 
subscribers - government sector 90,382, the number of 
subscribers in non-governmental sector 5364, civil beneficiaries  
government sector11,740, the civil beneficiaries - a non-
governmental sector 50, the beneficiaries of the security forces 
9175, beneficiaries of the PLO in 1150 and users basic 
retirement is 1265 cases according to the president's decision in 
the public pension law No. 7 of 2005. 
Thus the project archiving electronic documents was 
launched in the archives of paper in the agency. A contract with 
a specialized consulting firm, namely, (Pal Tech) was made for 
a period of six months to transfer the papers to electronic 
copies. More than one million, three hundred thousand 
civilian’s paper (1,338,935) has been completed as follows: 
- The number of papers that have been archived in West 
Bank (329.781). 
- The number of papers that have been archived in Gaza 
(1,009,154). 
Still remaining one million and two hundred thousand civilians 
papers, and two million military papers, which is required from 
Palestinian Pension agency to complete the archive of the 
remaining three million two hundred thousand papers. This 
number is increasing every day because of the daily movements 
on the subscriber files, where the current study met with the 
study of Izz al-Din [6] that the archive size increases in 
inflation; where each file may have around 200 document in 
different sizes, the slowness in dealing with the current 
archiving system, increased costs, and the possibility that some 
of  its contents to be lost  after using them by competent, 
damage is certain to some paper documents makes it more 
complicated to use, and the urgency of this historical paper files 
are concentrated in that it constitutes a system in terms of 
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information administratively, so by integrating these files with 
electronic records that are on the Agency database. 
In parallel, the information technology department have 
converted the models and manual applications in public 
administrations to subscribers only as an electronic and adding 
bard code to them, developed the agency programs to integrate 
them with the electronic archiving system, and to date hand 
models in the rest of the departments has not been delivered to 
information technology to turn them into electronic models, add 
barcode to them, and incorporate them with the archiving 
system. This increases the problem of rising manual 
accumulation and not entering them into the electronic 
archiving system. 
  
STUDY RESULTS 
 
Through the analytical empirical study, and interviewing the 
staff in the agency, the researchers conclude the following 
results: 
1. That the reality of the current system for the 
management of documents in the agency is weak and 
suffers from many bottlenecks. After studying the 
system it is clear there is a lack of the following 
requirements: a written plan for current document 
management, systems, computerized document 
management (incoming and outgoing), a qualified 
archive employee who is scientifically competent to 
manage the archive, a unified classification system, the 
use of international standards ISO-15489, mechanisms 
for migrating documents to the Palestinian National 
Archive, a plan for the security of documents in the case 
of disasters, training in the field of documentation and 
archiving management; and because of the refusal of 
staff to Handle files and follow-up specific times between 
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different departments easily and regularly with the 
absence of the role of the administrative control with the 
work in the agency largely dependent on document 
management. 
2. There is a commitment by senior management in the 
development and support of electronic document 
management system, by providing both financial 
support and laws of the electronic system.  Members of 
the community of study have a weak degree of 
agreement on both the deployment of the senior 
management of the culture of the use of electronic 
documents and benefits of the management system, and 
informing senior management on the experiences of 
other institutions and companies with regard to 
electronic document management system. 
3. Employee in the agency understand the importance and 
benefits of the management of electronic documents 
system, where the application of electronic document 
management system provide  important features and 
benefits most of which reduce the loss of documents 
between departments, illustrates the flow path, the 
speed, accuracy, transparency, and reduce the 
proportion of damage and destruction of files. 
Furthermore, the electronic documents system cost will 
be less than the cost of the current system and it will 
reduce the tasks assigned for the staff. 
4. Provide technical background (dealing with computer 
and its accessories) and the level of education among the 
staff. 
5. Availability of infrastructure at the agency and its 
ability to provide a suitable infrastructure able to adapt 
to the electronic document management system. 
6. Employing the latest computer to work in the agency. 
This result is due to the presence of a great interest by 
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the administration in the provision and employing of 
computers in the agency; which contributes significantly 
in provide funds and technical measures for the 
implementation of the electronic system. 
7. The existence of a clear adoption of the agency for the 
policies and procedures established for the application of 
electronic documents management system.  
8. There are weak plans for training and developing of staff 
in the agency to raise their efficiency. 
 
STUDY RECOMMENDATIONS 
 
Through the analytical empirical study, and interviewing the 
staff in the agency, the researchers conclude the following 
recommendations: 
1. Increased interest and awareness of the need to 
implement policies, mechanisms, and procedures to 
ensure the success of electronic document management 
system through benefiting from the experiences of other 
organizations and the private sector.  
2. The agency needs to focus on identifying its strategic 
objectives and progress and the selection of appropriate 
policies and methods to achieve them in a careful and 
thoughtful way. 
3. The agency need to increase and develop its services for 
retirees in order to encourage the private sector, 
universities, and institutions to join the agency, and 
open the way for all segments of society in Gaza and 
West Bank and enhance its competitiveness between 
international social security institutions.  
4. The need to focus its attention on developing and 
publishing appropriate clear plans and specific goals 
about management of electronic documents and the 
agency should be committed to apply them.  
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5. The need to focus on the establishment of a public 
management of archiving in the structure dealing with 
all technical operations and having competent and 
qualified employees in the field of electronic document 
management.  
6. Preparation of training plans for employees in the 
agency that is interactive within the general framework 
for computer literacy and to provide the necessary 
training for administrative development in all its 
branches and forms. This requires identification of 
training needs on a scientific basis so that appropriate 
training can be useful. 
7. Enhance interest in the development of a centralized 
computer network linking the headquarters of the 
agency in Gaza Strip to the rest of the branches in the 
West Bank, in order to ensure the implementation of 
electronic document management system and the ability 
to hold meetings through video conference and the 
ability to exchange electronic copies of data. 
8. Enhance interest in the website of the agency by 
activating it to be able to provide e-services; by linking it 
with interactive database, deployment of plans, policies, 
and decisions, activities, news, and set up e-mail to all 
employees in order to allow them to correspondence by 
mail,  automating all transactions with the document 
management system. 
9. The need to focus on the Palestinian National Archives 
and the follow-up with the international standards by 
the International Council on Archives (ICA). 
10. The need for the attention to developing strategic plans 
and policies to suit the electronic government in the field 
of electronic document management, so that it is linked 
to the central computer network of the agency with its 
own e-government computer network in order to ensure 
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the success of the electronic communication of 
correspondence process incoming and outgoing between 
the agency and the General Personnel Council and other 
ministries, agencies, institutions, private sector, and 
universities. 
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